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?rimmé}; Aeconplishments of the Records Manmgement Staff for Fiseal Year 1560

SUMMARY | L
1. fAfeinietration and SBupport 3 28,275 [
{ H
TIT. Becords sywma ' 30,557 - 67,652
1¥. Becords mmmtma 28,961 k5,760
mﬁa mtax' m Yital | '
Yo . R 97,612
o m&m st by dolng & reyresentative sexpling. These are actual savings. ;

The grend total wonld be sahswnmauy higher. Tioe ws pobl teken %o

gompate wwz bepefite.
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Fripsiml fecomplinioente o the Beaosds nosgement Baf? for Pisecl Year 1060

Zsipvies Tamgibie Poller

o

1. Cowpleted 1,505 forme analysis vrojects = follows:
170 new forms designed, 263 existing forms revised
and lmprowd; 806 forem reprimted with adustments
in queatiting ordered; 256 forws nefe obsolete spnd
purgsd from the systew.

2. Bedueed the Ageney forms Snmveutory frow 1,960 at
the sud of ¥Y 59 to 1,809, PFor the lith stretght
year kept the inmventory Selow 2,000,

% ¥ede enjor luprovements in the Agemny diggatel fors
and prosedures whieh will atvesmline dispateh pre-
parstion and hendling snd reduce smoum) sadterisa)

- coste by $6,000. Most signifieantly, nev procedurss
will eliminate the need for ower a quarter of o
willion of enthentisating and signing ofMioers’
signntures anmnlly,

b, Improved the Persomel Resord Questiounaire by pro.
viding pedded NOR sete in liew of conventionel
paper and veusadle cerbons., Eiliminstion of hapd
collotion and decollntion of Porws sud enrdons re-
sulied 1o 8 redoetion of agenoy-vide cleriesl wep-
arstion Lloe walued at 54,000,

s w5 . 5 Bt o ATy emw £
T, ovms Pernecmmend A, 81l

e Purged the Ageney's InTormatios Reparting systen of
feulty forus and yprowpbed s 31,300 rep retion from
the mmmfarbuvar,

4. Prevented expenditure of 31,500 for or2 eompohes
forme by guestioning thelr need.

T« Prowpted Supply Plvision, logistiss, to purge 76
nopetexdard ("bootleg”) Fforms frov its operaticss,

o Witk ID/F, developed tae Uulfe, Care and fse of Off-
set Masters, o prowot: fmovovement in infamestion
Mepors prafaration at hesdeueriers snd 1n e Meld.
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friseipel deeonyliielwents of the Jsaurde yammgenent Staff Pfaor Fisenl Yesr 1960

Fite
ARy A Be Prevented au ndditfons) wrintine cans of 44,200 by
ponoureurring id . ﬁ“wwat for 25X1
Alstinetive rovking Emmmm Reporis, 25X1

Ay :

“7 Proepted sotion $o purge supply chemwls of overase
Taulty stensils, way of which would not TEPPO~ #
ducw legidie copies »nd hnd o be motyped. tvolide
agee of retypes jrevented geney-wide weste of
1590 nan twarg of clerien) prevarssien tire
velned ot S7R00,

Balarien Shagieis Dollar  Aeccwplisheents
k57 By
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Prineipal Acecomplishments of the Records Mamagement Staff for Fiseal Year 1960

Salaries Tangible Dollar Acecomplighments
Benafits

Records Systems $30,557 $67,642 1, For the seeond straight year, held obligatioms to

zero for the purchsse of safe«type filing equipment
for Headquarters use. Enough equipwment was turned
in at Headquarters to hold obligations for overseas
needs to only $17,000, (Prier to 1955, yearly
obligations axceeded $3 million; durimg 1955
through 1958 obligations averaged $180,000 each
year), Actions suth as the following eomtributed
to the savings during FY 60:

A. Promoted a Headquarters-wide survey of
unuged safes whiech prompted the turn-in
of equipment valued at $4,124,

B. Precluded the purchase of $57,336 worth of
Berrin-Hall-Marvin safes for use overseas
by arranging for the return of 134 pieeces
of thia type of equipment to stoek im ex-
change for Remington Rand safes (whiech can
be used at Headquarters, but not overseas),

2. Prevented purchase of specialized meehanized £il-
ing equipment costimg $1,000 by substitutiang a
conventional $134 card file.

3. Improved filing systems in Regulatioms Comtrol
Staff and recommended return of $1,250 worth of
filing equipment to stock.

4, Converted files installstioms in two Contact
Division field offiees to the shelf-file system
whieh inereased £iling eapaeity 75% and released
$3,966 worth of safe cabimets. (Since mid 1957,
23 Ageney files installations have baeen comverted
to the shelf-file system. These eonversions on
the average increased filimg eapacity #40%, de-
crezsed floor space requirements 48%, and returned
to stock $298,866 worth of equipment, after an
investnent of about $100,000 in shelf-file materials).
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Salariss Tangible Dollar Accomplishuents
denefits

Records Jratems £30,557 P67 ,642 5« Installed 30 filing systems, 19 of which were convene
tionsl administrative subject-numeric systems and 11
were gystems developed to meet unique filing require-
ments, The training of 311 persons through seven
filing workshops contributed substsntially to promote
ing these installations,
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Records Disposition
{Includes overall
Records Management
surveys)
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SECRET
Principal iccomplishments of the ‘scords Hanagemert Staff for Fiseel Year 1960

ialapriss Pangzible Uollar
Benefits

2.

3.

b

54

Develaped Records Control Schedules for three Head-
guarters compopents and one overseas stutiom,
Destroyed 136 cu. ft. of records in conjunctiom
with these projecis.

Assisted Records Ufficers with the development of
three schedules.

iudited records management programs in two offices
snd prepared revised schedulss. Zight bhumdred
and thirty-cne file series covering 8,991 eubic
feet of records were involved in these schedules,

with a goal to reduce holdings 25i-50%, imitiated
a project to provide for the disposition of 4,000
cubic feet of records received from USIB Agencies
end scousulated in OCR and the Hecords Center.
Aprlication of disposition stamdards, now beirng
coordinated with USIB Agencies, will also control
the yvolume of future holdings.

Initiated the first full-scals records managsment
survey to be conducted in DD/P by & Records
danoegement Staff Znalyst, Hesults to date have been:

{i). 4n inventory of the T90 cubic [eet of
records in CA Staff;

{B). Development of fiecords Control Schedules;

{C}. Development and spsliestion of ¥4
Schedules;

{p)e Installstion of four subjeci~numeric
filing systems; and

{E}. Dastruction of 830 suble feet of records.

P e
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Principal Accewplishments of the Racords Management Staff for Fiscal Year 1960

Salaries Tangible Dollar Accomplishments

Benefite
Records Disposition  $28, 681 45,760 6. Conducted 2 comprehensive records wanagement survey
(Includes overall in the Real Bstate and Construction Divigiom,
Becords Management logistics, which:

surveys)
(A). Established centralised files for all real
property acquisition snd construction records;

{B). Provided a real property statistical report-
ing system uvsing EAM facilities;

(G). Established & recording smd locator system
for real property documents;

(D). Provided a single format for both dommstic
and foreige real property reports; and

(E). BEstablished a mail ecomtrol procedure. resulting
in direct routing of mail to action office;
comprehensive, up-to-date, and readily available
records of incomplete actions and work backlogs:
and T0% of all incowring correspondence being
answevred within five working days.

PR
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Connere
SELAE ]
Fetrmipsl lewopiiglaenss of the Secovds Subapewent SLaf? for Fisgsi Year 1960

i lariea Tangible Dollar &t 140
wﬂm X TR
aseorde Center andy  E9T,ELn SIS0 500 1. Becaived at the Records semter 16,866 cuble feet
Fital Beeords of records trensferred froe Beadguuriers Offioes.
Cperation: This voluss, 1f retaived in the ofCives, wald

have salied for the purebese of eddisionel fiing

equipment oosting over $791,990. (At the olose of

Y 60, @ total of 63,653 euble feet of wecords had

heen reueived by the Osmter sinse 1952. Ir these

records bad not Deen removed from Beadquwrters ILLEGIB
Offiges, sbout 9% sddttiom) speee woulld be necded

in the new duilding, smd wil over 43 willten would

bave boen spent Tor fiiing equimoent. The Conter

is nov bolding 58,391 ewbic feet of recunis, sbout

BO% of tta opedty, ) } -

2. Assisted DU/¥ 1n developing a eurrest vitsl mberi.
&ls prograw which resulted in establishuent of 17

mmmmme&m * rOEPONSL.
ble vital weterinls offfeinls 4 T and /1 for
axthangeg of ideas and coepariscns of vital materis?
lists thus prevemting duplieation of 10/P snd m/T
depcdite 1n the wepository.

I Revised three exigting Fltel Muterisis schedules.

# Tanglible leilay Bemellts ST, 00 %o Arvengsd for OfPfice of Cosmmitations to desl direct.
(Ttemm i wed €} iy vith Hecords Conter instesd of through ™/P,

elinizating duplicatey effort,
Tanzinle Tolisr Sevings
{i6en v

Y
#

J»  Gervised 191,790 requests fur informeticn o dosu~
wents, an inerense of 05,5%1 reguests over the
volums serviced in PY 55,

Lo Completed ecompolideiton of ¥ Fevoaibory snd Seanrdy
Center operaticns. In aMition 2s fmereviag uroes.

duras, this move relaged bo Hhney ' worth ol
oM ling mmuivient snd femad apiag b e
e Tan il e,

(TS

o

Approved For Release 2006/12/05 : CIA-RDP70-00211R000700070021-3



Approved For Release 2006/12/05 : CIA-RDP70-00211R000700070021-3
anr
SECRE
Sinsdyal fescwlishoends of Uhe Cecords Menepenovs DBall dor Flaeal Yeer VED

Halaries Tengble Delisv Agooenl isknents
Dowofites

Fal
5 O
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e, suving

«12 poaltion By oonn
with the Necords Us

V. Heowed Ts Bliminsted ome &
¥ital Hetord i 0 Tepueitory
Sperriions A0,
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SECRE:
Principsl iceamplisizwnts of the Iaec@r‘ds enegement Staff for Tiscal Year 1960

palaries Tangible sollor Accomplishments

Bonefits
Lo Owersll Adw. nistretion Foc 276 ¢ 1, FPresented Hecords kansgenent rrogram mighiights st
ant Sugport Agency Support Exhibits.

2, Wrote two articles on Eecords ranegemsnt for the
Support Bulletin.

3. Presented seven Filing workshops to 311 Agency
employses in collaboration with OIR, '

L. Held a twoeday hecords Management seminer for 35
kgency Records Officers,

5. lade Hecords Hanagement Presentations at tweo
genior stalf meetings.

6. Provided 1,220 houra of orientation and onethe-
Job traiming for five new area Records Officers
and cne Mansgement Analysis Staff employee.

. Conducted Agency-wide programs to promote
greater records disposition effort, which
brought sbout "do something® directives in &ll
wejor operating offices, and a reduciion of
£.é in DB/i records holdings.

e Frovided Fationsl srchives and Hocords Service
with the stafl assistance of twoe ergloyees in
the Fores .ensgerent aw the hocords oysiens
fields.
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